AMERICAN EMBASSY BEL GRADE
Department of State (DOYS)

I nfor mation Resour ces Management (IRM)

Announcing an open position for

Title Telephone Operator

Fixed-term position not to exceed 18 months

OPEN TO: All interested candidates

POSITION: Telephone Operator (NEC); FSN-04/FP-AA position grades to be
determined*

OPENING DATE: January 27, 2012

CLOSING DATE: February 10, 2012

WORK HOURS: Full-time (40 hours per week)

SALARY: *Not-Ordinarily Resident: See the Human Resoufa#ie for more

details. (FP-AA position grade to be confirmedWgshington).
* Ordinarily Resident: (FSN-04).

LENGTH OF HIRE: Fixed term position not to exceed 18 months; until the return of
permanent employee

NOTE: ALL ORDINARILY RESIDENT APPLICANTS MUST HAVE THE REQUIRED WORK
AND/OR RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIB&ATION.

Under current law, non-Serbian and American citizewho are not/not Appointment Eligible Fam
Members, Eligible Family Members or U.S. citizen l@ers of Household (MOHSs) officially recogniz
by the Ministry of Foreign Affairs, must possessgadid Serbian residence and work permit in comuléy|
with host government laws and regulations prioapplication.Copies of the permits must be sent with
the application. The Embassy/Consulate cannot sponsor applicants for either permit, except for U.S.
citizen MOHs. Lawsregarding residency ar e subject to change at any time.

All applicants are instructed to address all of tequired qualifications including knowledge, skithnd
abilities as detailed below with specific exampl@sd comprehensive supporting information. O
applications that address the required qualificastiare to be consideredpplicants whose experience
includes other duties and responsibilitiesthan thoserequired for this position, shall provide a detailed
breakdown of duties to define how many hours per day they have spent working in each function in
accor dance to the position description. Applications that do not provide sufficient detail will not be
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BASIC FUNCTION OF THE POSITION

The incumbent serves as one of the two Embassphighe operators, with responsibility of
incoming/outgoing telephone service, involving llpdang distance and international telephone
calls by assisting callers in timely and profesalomanner. He/she provides liaison between
Telecom Serbia/Embassy occupants of the US Governquarters and is responsible for timely
updates to post telephone directories and credtifiglL versions of directories the changes of
which should be posted within one working day adl a® for maintaining operator schedule to
cover all required hours. The incumbent serves msingerpreter, informs the Information
Management Officer (IMO) of any telephone circypt®blems or inoperable operator equipment
within one hour. As a switchboard operator, thaumbent of the position is required to exercise
sound judgment with incoming callers who demandpeak to the Chief of Mission (COM) or
other Embassy officials. The position reports diseto IMO and assists the IMO with call detail
reports that are be verified and passed to theogppte sections within one week.

A copy of the complete position description listelyduties and responsibilities is available ia tHuman
Resources Office.

QUALIFICATIONS REQUIRED
NOTE: All applicants must address each selection criterion detailed below with specific and
comprehensive information supporting each item.

Education Completion of secondary school.

Prior Work ExperienceMinimum 2 years of switchboard, customer servgagretarial, or general
office experience is required.

Knowledge Understanding of how Telecom Serbia operates} s#iices they provide and what
services are available for the employee's/own Kisewledge of local PTT system as well as of
long distance/international and local telephonéirdidas required.

Skills and abilities Must be courteous, polite, tactful at all timgsod telephone voice; a good

sense of judgment; flexible in handling numerougesy of calls and requests for information;
ability to work at a steady pace and remain calnfiage of busy circuits and malfunctioning of

equipment. Must have keyboard/data entry and ITwso€ skills to make updates to embassy
phone lists and publish phone list in HTLM format.

Language proficiencyMust have S-3/R-3/W-3 (good working knowledgepeaking/ reading/
writing English. Must have S-4/R-4/W-4 (fluent)esiking/reading/writing Serbian.



SELECTION PROCESS

When equally qualified, Appointment Eligible FamNembers (AEFMs) and U.S. Veterans will
be given preference. Therefore, it is essentst tie candidate address the required qualification
above in the application.

Note: Candidates will be tested for language and computer skills during the interview process.

ADDITIONAL SELECTION CRITERIA

1. Management will consider nepotism/conflict of irst; budget, and residency status in determining
successful candidacy.

2. Current employees serving a probationary periodhateligible to apply.

3. Current Ordinarily Resident employees with an OWesammary Rating of Needs Improvement or
Unsatisfactory on their most recent Employee Perémrce Report are not eligible to apply.

4. Currently employed US Citizen EFMs who hold a Fgmilember Appointment (FMA) are ineligible
to apply for advertised positions within the fig€t calendar days of their employment.

5. Currently employed NORs hired under a Personali&s\Agreement (PSA) are ineligible to apply for
advertised positions within the first 90 calendaysiof their employment unless currently hired iato
position with a When Actually Employed (WAE) workhedule.

6. Successful candidate must be able to obtain aroppate security clearance required for the pasitio

TO APPLY

Interested candidates for this position must sulimaifollowing for consideration of the application
1. Universal Application for Employment as a Logdmployed Staff or Family MembebD&-
174;0OR

2. A combination of both; i.e. Sections 1 -24 of thAE along with a listing of the applicant’s
work experience attached as a separate JDéet;

3. A current resume or curriculum vitae that pregdhe same informatidound on the UAE
(see section 3A below for more information); PLUS

4. Candidates who claim US Veterans preference proside a copy of their Form DD-214
with their application. Candidates who claim cdiatial US Veterans preference must submit
documentation confirming eligibility for a conditial preference in hiring with their application.

5. Any other documentation (e.g., essays, certédgawards) that addresses the qualification
requirements of the position as listed above.



3A. If an applicant is submitting a resume or autum vitae, s/he must provide the following inf@aton
equal to what is found on the UAE.

Failureto do so will result in an incomplete application.

A. Position

B. Title Position

C. Grade Vacancy

D. Announcement Number (if known)

E. Dates Available for Work
First, Middle, & Last Names as well as any othanea used

F. Date and Place of Birth

G. Current Address, Day, Evening, and Cell phone numbe

H. U.S. Citizenship Status (Yes or No) & status ofpament U.S. Resident (Yes or No; if yes, provide
number)

I. U.S. Social Security Number and/or Identificatioanhber

J. Eligibility to work in the country (Yes or No)

K. Special Accommodations the Mission needs to provide

L. If applying for position that includes driving a®J.Government vehicle, Driver’s License Class /
Type

M. Days available to work

N. List any relatives or members of your household wark for the U.S. Government (include their
Name, Relationship, & Agency, Position, Location)

O. U.S. Eligible Family Member and Veterans Hiringference

P. Education

Q. License, Skills, Training, Membership, & Recognitio

R. Language Skills

S. Work Experience

T. References

Note: DO NOT enclose the original documentsto your application, asthey will not bereturned.
Application language is English.

SUBMIT APPLICATIONTO THE HUMAN RESOURCES OFFICE
AMERICAN EMBASSY BELGRADE
KNEZA MILOSA 50
11000 BELGRADE

NOTE: Candidates submitting applications by e-mail arerequired to consolidate their application,
curriculum vitae, and enclosing scanned documentation into one Microsoft Word document only. E-
mail applicationswith more than one attachment will be disregarded.

POINT OF CONTACT Telephone361-9344, ext. 4640 or 3064640
Fax: 361-5489
E-mail: belgradehro@state.gov




DEFINITIONS

This diagram demonstrates how an

EFM Appointment Eligible Family Member
(AEFM) is also a US-citizen Eligible Family
Member (USEFM) as well as an Eligible
USEFM Family Member (EFM).

AEFM

1. Eligible Family Member (EEM): An individual related to a US Government employeene of the

following ways:

Spouse or same-sex domestic partner (as defing&AM 1610);

Child, who is unmarried and under 21 years of ageegardless of age, is incapable of self-
support. The term shall include, in addition teunal offspring, stepchildren and adopted children
and those under legal guardianship of the employ#ee spouse when such children are expected
to be under such legal guardianship until theyheXicyears of age and when dependent upon and
normally residing with the guardian;

Parent (including stepparents and legally adogiarents) of the employee or of the spouse, when
such parent is at least 51 percent dependent antpéoyee for support;

Sister or brother (including stepsisters and staplers, or adoptive sisters or brothers) of the
employee, or of the spouse, when such sibling lisast 51 percent dependent on the employee for
support, unmarried, and under 21 years of agegardless of age, incapable of self-support.

2. USCitizen Eligible Family Member (USEFM): For purposes of receiving a preference in hirirrgafo

gualified position, afctFM who meets the following criteria:

US Citizen; and,
EFM (see above) at least 18 years old; and,
Listed on the travel orders of a direct-hire Fanei@ivil, or uniformed service member assigned to
or stationed abroad with a USG agency that is uGd#v authority, or at an office of the American
Institute in Taiwan; and either:
1. Resides at the sponsoring employee's or uniforrardcg member's post of assignment
abroad or at an office of the American Institutd aiwan; or

2. Resides at an Involuntary Separate Maintenancevalce (ISMA) location authorized
under 3 FAM 3232.2.
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3. Appointment Eligible Family Member (AEFM): EFM (see above) eligible for a Family Member
Appointment for purposes of Mission employment:
« IsaU.S. citizen; and
* Spouse or same-sex domestic partner (as defirg@éA&M 1610 or a child of the
sponsoring employee who is unmarried and at léageéars old; and
» s listed on the travel orders or approved Forml@B-Foreign Service Residence and
Dependency Report, of a sponsoring employee ai direct-hire Foreign Service, Civil
Service, or uniformed service member who is permtyassigned to or stationed abroad
at a U.S. mission, or at an office of the Amerigastitute in Taiwan (AIT), and who is
under chief of mission authority; and
» Isresiding at the sponsoring employee's postsifament abroad or, as appropriate, office
of the American Institute in Taiwan.
* Does not receive a Foreign Service or Civil Serageruity

4. Member of Household (MOH): An individual who accompanies a direct-hire FoneiGivil, or
uniformed service member permanently assignedatioaed at a U.S. Foreign Service post or
establishment abroad, or at an office of the Anaagrimstitute in Taiwan. An MOH is:
« Not an EFM; and,
* Not on the travel orders of the sponsoring emplpged,
* Has been officially declared by the sponsoring Wsployee to the COM as part of his/her
household.

A MOH is under COM authority and may include a parenmarried partner, and other relative or adult
child who falls outside the Department’s curregleand statutory definition of family member. ACW
does not have to be a US Citizen.

4.Not Ordinarily Resident (NOR) — An individual who:
* Is nota citizen of the host country; and,
* Does not ordinarily residé®OR, see below) in the host country; and,
* Is not subject to host country employment and aaws| and,
* Has a US Social Security Number (SSN).

NOR employees are compensated under a GS or A$ saledule, not under the LCP.

5.Ordinarily Resident (OR) — A Foreign National or US citizen who:
» s locally resident; and,
» Has legal, permanent resident status within thé ¢mstry; and,
» Is subject to host country employment and tax laws.

EFMs without US Social Security Numbers are also @R OR employees, including US citizens, are
compensated in accordance with the Local CompamsBtan (LCP).

CLOSING DATE FOR THISPOSITION: February 10, 2012
ONLY SHORT-LISTED CANDIDATESWILL BE CONTACTED.

Please note: Short listing and interviews are normally completed within six weeks of the closing date.
Please assume that your application has been unsuccessful if you have not heard from uswithin six
weeks of the closing date.



The US Mission in Serbia provides equal opportuaityg fair and equitable treatment in employmeralito
people without regard to race, color, religion, ,seational origin, age, disability, political affition,
marital status, or sexual orientation. The Depariirof State also strives to achieve equal employme
opportunity in all personnel operations throughttaring diversity enhancement programs.

The EEO complaint procedure is not available tdviddals who believe they have been denied equal
opportunity based upon marital status or politaféiliation. Individuals with such complaints sHdwavail
themselves of the appropriate grievance procedueesedies for prohibited personnel practices, and/o
courts for relief.



